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 _______________________________________________________________
Highly experienced professional with progressive exposure in telecoms, banking  sectors and financial services organizations contributing in the areas of customer service, credit and collection, sales & marketing, key accounts handling, operations, and administration. Performed in consistent manner with indefinable enthusiasm, integrity and commitment. Success record of handling operational and administrative related issues. Enthusiastic, motivated, result-oriented and highly organized worker who possess excellent interpersonal, communication, human relations, problem solving, planning and organization skills. Seeks challenging executive position in Telecoms and Banking Industry or Group of Companies to further develop and utilize expertise in administration and operations towards achievement of organizational goals.  

________________________________________________________________
PROFESSIONAL EXPERIENCE

2007 Sept – 2008 Nov
Emirates NBD Bank, Dubai UAE

Sales Officer- Product Finance

Consumer Finance Unit

Emirates Bank is the flagship of the Emirates Group. Emirates Banks bank and 

National  Bank of  Dubai and Emirates  Bank  has merged in July 2007, which 

makes  it the largest and  leading  bank  in  UAE.  Product  Finance  is  a  new 
team and was launched in 2008 January in UAE. 
Duties and Responsibilities
· Directly reporting to Sales Manager, handling electronics/ home appliances/ office and home furniture dealers;
· Responsible for increasing and developing sales on my assigned electronics and furniture dealers; handling big Electronics/Furniture dealers in the Mall of the Emirates (i.e. Jumbo Electronics, Eros Digital, Harman house, V.V & Sons, Virgin Megastore, Eon Digital and Eon Smart Home, Betterlife and ID Design, Cellucom, Jackys, Four Season and Ramesh gallery).
· Maintaining and developing relationships with dealers' sales team and existing customers via meetings, telephone calls and emails; developing relationships with potential dealers to prospect for new business tie-up;  

· Negotiating the terms of an agreement and closing sales; gaining a clear understanding of customers' businesses and requirements; making accurate, rapid cost calculations, and providing customers excellent customer service.

· Pre-screen customer’s profile and submitted required documents for loan approval.

Rewards and Recognitions:
Top Performer 2007 and 2008
Service Excellence Award 2008

2007 Jan – 2007 July
e-retail FZCO Jebel Ali Free Zone, Dubai UAE
Personal Assistant cum Sales/Marketing Assistant

Reporting directly to the General Manager 

e-retail FZCO is the retail arm of EMPA Middle East(www.empa-me.com) and MTC (www.mtcdubai.com), two of the leading and largest consumer electronic companies in the region. e-retail FZCO focuses on the distribution of  IT consumer  electronics to powerful retailers in the Middle East. 
Duties and Responsibilities
· Managed the day to day activities of the General Manager from arranging and confirming appointments, conferences etc, managing e-mails – drafting replies, phone calls, mail.

· Tasked for all the administrative duties such as preparation of leave forms, expense reports incurred during travels overseas for conferences, forums and inauguration of new destinations.

· Coordinated with the Marketing and Sales Team departments in obtaining approval on various projects and activities as well as :  performing research, managing projects, writing correspondence, maintaining databases, produce presentations, documents and reports, coordinating and monitoring of clients’ sales, stock reports and accounts collection. 
· Maintained confidentiality of all documents in the office.

· Does extensive flight arrangements, hotel bookings and Visa applications.

· Assisted in determining market needs for the preparation of marketing programs targeted to the corporate market.

· Prepared proposals, contracts and other correspondences to corporate accounts.

· Followed up on sales leads.

· Provided feedback on the changing marketing conditions, trends of competitors.

· Participated in sales activities organized by the Sales department.
· Attended to the client needs to other departments when necessary.
· Attended to the daily operations of the Marketing and Sales office such as its cleanliness, requisition of supplies and ensuring that all equipments are working properly.
· Trained and brief new joiners.

· Maintained the highest standards of professionalism, ethics and attitude.
1998 Nov – 2006 Sept

SMART COMMUNICATIONS, INC. - Philippines

Customer Credit Management – Midrange Group Supervisor

Leader in the wireless telecommunications industry in the Philippines. The company is a subsidiary of Philippine Long Distance Company (PLDT).

For almost eight years of working in SMART Communications, Inc., I have proved my loyalty, efficiency, and my capacity to improve and develop my career in this organization.

Profile of career growth:

Designation

2003 – 2006

Customer Credit Management – Midrange Group Supervisor
Rewards and Recognitions for the whole team:

Highest Collection Rate 

Highest Payment Arrangement and Compliance Rate 

Best in Attendance
2001 – 2003

Customer Credit Management Officer II- Team Leader
Rewards and Recognitions:

Highest Payment Arrangement and Compliance Rate for 2002

SMART Service Awardee 2003
1999 – 2001

Customer Credit Management Officer 

Rewards and Recognitions:

Most Outstanding Staff for year 2001

Highest Payment Arrangement and Compliance Rate for 2001

1998 - 1999

Customer Credit Management Assistant

Rewards and Recognitions:

Most Outstanding Staff for year 1999

Highest Payment Arrangement and Compliance Rate for 1999

Duties and Responsibilities
· Directly reporting to Senior Supervisor, submit monthly reports on team’s productivity (total inbound and outbound calls handled, total manned hours, attendance, total collection rate).
· Presented game plans and ideas to my team and Senior Supervisor - earning respect and credibility in the process.
· Applied consistently and successfully various collection techniques. 
· Recommended and proposed repayment solutions to customers.
· Trained new staff.
· Monitored daily the staff’s inbound and outbound call handling of delinquent accounts (60day overdue) to ensure correct and complete call handling.
· Daily distribution of list for call-out. Each staff is given 100 accounts for call-out for the day.
· Updated the team on hourly basis on inbound calls statistics, if all inbound calls were received or dropped.  
· Closed coordination with team leaders to monitor staff’s attendance and daily productivity, also to ensure that the team is performing their tasks and achieving the targets.
· Managed my own and my team’s time, prepared group monthly schedule. 
· Conducted monthly performance meeting with the team to ensure motivation and good relationship among team members. 
· Empowered to decide on accounts that needs special approval, but still within the department’s parameters. 
· Participated in yearly department’s strategic planning.
· Credit and Collection multi- tasking; aside from handling midrange accounts (60 day overdue), was also assigned to handle accounts that were already endorsed to collection agency (120-over overdue) with close coordination with Collection Agencies to achieve collection targets and was assigned to evaluate mobile phone postpaid applications for approval. 
· Resolved work related problems such as complaints or disputes from subscribers; analyze and process reversal or adjustments of disputes related to bill.
· Coordinated with the department’s secretary with regard to the group’s monthly supplies, reservation of conference rooms for monthly meetings, and assist our Senior Supervisor in her daily tasks.
· Cross-selling of company’s products.
· Handled irate customers and resolved complaints.
1998 Jan – 1998 Oct
BANK OF THE PHILPPINE ISLAND FAMILY BANK

Bank Leader in the Philippines

Credit Analyst – Car Loans Dept. (1998 Jan – 1998 July)
Duties and Responsibilities
· Credit checking of car loan application

Collection Assistant – Car Loans Dept. (1998 July – 1998 Oct)

Duties and Responsibilities
· Inbound and outbound call handling of delinquent car loan accounts.
· Resolved work related problems such as complaints or disputes from clients.
· Analyzed and process reversal or adjustments of disputes related car loan bill.
SKILLS
Customized Banking Software, Telecoms Software, MS Office, Internet & E-mail applications
TRAININGS ATTENDED
· Sales Workshop 2008 
· Multi Cultural Workshop 2008
· Consumer Finance Training 2007
· Royal Index LLC Dubai – Foreign Exchange Trader Trainee Nov 2006
Undergo training on FOREX/FX market; training involves:
· Buying of one currency and the selling of another 

· How to trade in the financial market

· Currency Rates (Direct and Indirect Quoted Currencies)

· Market movement  
· Technical Analysis 
· Fundamental Analysis
· Target Selection: Quick Hire
Development International 2006
· Business Writing Workshop 2006
· EQ Learning Workshop 2006
· Credit Refresher cum Workshop 2003
· Customer Service Refresher Workshop 2000
· Collection Debt Workshop 1999
· Credit Workshop 1999
· Service Excellence Plus Workshop 1998
EDUCATION

St. Scholastica’s College

Manila, Philippines

Bachelor of Science in Commerce

Major: Marketing Management

1993 – 1997

Language Spoken 

English, Filipino, and knowledgeable in French

PERSONAL DATA

Nationality

:
Filipino

Marital Status

:
Married
Gender

:
Female

Date of Birth

:
08 December 1976
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Dubai, UAE














